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MAR 1965

M FOR: Deputy Director for Support
. prfice of Personnel Report - Week Ending 8 March 168

+*

3. Yisit to the Hational Becurity Agency: On ¥Wednesdsy, & March 1968,

Deputy Chier, Recrultment pivision with the Chief, Placenment Division and the

Reglstrar, Office of Training viaited the National Becurlty Agency Personnel
otfice. They vere briefed by the Acting Chief of the HRA Career Guldance and

tﬂm’m?}?
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Menagesent Developrent Starf on training prograsg offered to RSA employees.
Speeisl attention vas glven to their graduate studies program which is of
ssaietance in the recrultment and retention of thelir sclentifle personnel.
be As of B March 1368, ve have received I 25%°
FEGLI election forms (&F 176-T). of this totel [ or 11-3% bave electea  25X9
the optional insurarce andiicr 7-4% bave waived all insurance coverage.
fess than 5% of the toltal received have come in from overseas stations.
5. Coopsrative Zducstion Program: The vorking relatlonship between
the nev Coordinator of Cooperative Educatior at the Virginia Polytechnlc

iﬁ

e

Institute and our Office of Communications officlals does not appear to be
as moooth &8 had been the cage with the former Coordimator. A plan vhereby
YPI would furnish & certaln number of students each year has broken down
somevhat. This sey be due to a lack of understanding concerning the rlan on
the part of the nev Coordimstor at VPI. M- [N .1 visit 25X1A
VPI on Wednesday, 13 March, with Mr.|| I -c the office of Communt- 25X1A
estions to attempt to solve this problem.
Co~op Score ard:

PR go=ap Summer Intern
In Work Statup 16 O
In Etudy Status 1% 5
PEE's Beceived: _
In Process T 16
Under Consideration 1 &
Pi's Glven, Mot Rec'd 7T o
:
In Work BEtatus 1 -
In Status 1l -
PHS's Recefved:
In Process P -
Undar Consldsration 2 -
MB'e Given, Hot Ree'd 2 -
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og8: Co-op Sumer Isterp

Ia Work Btatus
In 8tudy Status
P8 's Becolived:
In Process
Undar Consideration
PB’s Given, Hot Rec'd

i

OO =An
1

- 6
- 2
- 1o
m Mﬁemtim - k
PiEts Given, Bot Rec'd - 2
come:
In iﬁork Btatus g -
2

Attached ig a progress report entitled:
Establigheent and Maintenance of the Agency's Qusliiications Inventory.

Y&/ Rebert 8. Wattles

vhert 5. Rettles
Hyrector of Personnel

Att.

Distribution:
8 2- Addressee
1- IG
A= ﬁ/!-’ers Sub] File
i- D Chrono
1lr {11 Maxr 68)

25X1A  oD/Pers
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Pproved fogyeleas SECREL &7 N

6 March 1968

MEMORANDUM FOR: Director of Personnel

SUBJECT: Progress Report - Establishment and Maintenance -
of the Agency's Qualifications Inventory

1. Progress in establishing the Agency's Qualifications
Inventory is evident through the following:

a. Publication of Agency Notice- "Qualifications 25X1A -

Inventory", dated 10 February 1967 .

This Notice explained that much information had :
already been processed into the computer and is retrievable.
It announced that each employee would be asked to update his
vital statistics and CIA work experience by filling in
applicable information on a comprehensive questionnaire,
Form Lhlij, "Qualifications Supplement to the Personal History
Statement". The Notice also stated that the inventory would
be particularly useful in responding to requests from

-~ operating components. Requests for information from the
© )~ inventory have been varied. Examples are -

25X1C

(A comprehensive list showing the range of requests
is contained in TAB-4)

b, Overseas Service Review

The computer record of overseas service of each
employee was pre-printed on his Form LliliJ to be verified,

windariine wg
—«HLL dh“ct \ﬂ.{‘
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added to,'or corrected. Computer records are being changed
accordingly. -

c. Development of Clear Text Print-Out Capability

Definitions of codes have been established and
processed into the computer permitting the print-out of clear
language reports.

d. Reports

, Basic recurring qualifications reports have been
established which provide immediate response capability on
type of work experience and when and where performed, formal
education, hobbies, area knowledge and language abilities.
Speclal computer reports for biographic and qualifications
information not covered in the above mentioned recurring
reports are available upon request.

e. Status of Development

- Pre-CIA military and civilian work experience and
formal education have been processed into the '
computer for all employees.

- ApproximatelyHFoms L3 have been returned
and f these nave been analyzed and up-to-date
information on dependants, area knowledge, education
and CIA work experience, etc., has been processed into
the computer.

(An outline of the types of information available is
shown in TAB-B.)

£. Maintenance of the Inventory

The inventory will be maintained by employees' completing
a one-page form titled "Qualifications Update", Form Lllm. The
form will be completed: (a) at any time on an employee's
initiative; (b) by each employee processing to or returning
"from an overseas tour of duty; and (¢) anmnually by Headguarters
personnel.,

25X1A
Chi!l!l!!!!l!!lll!l!lrmrol

Division

GRUGP 1
Excluded from sutomabi.
S ET downgrading and
feclagxiticution
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KINDS OF QUALIFICATIONS INFORMATION AND EXTENT TO WHICH

AVAILABLE FROM THE AGENCY'S QUALIFICATIONS INVENTORY

INFORMATION

- Dependants . ‘ L
(Number, Helationship, Date of Birth, Sex)

- Cltizenshi '
_ (Present or former citizenship of employees.

If naturalized, former country and year
naturalized)

" (Present or former citizenship of spouse.
If naturalized, former country and yeax
naturalized)

« Foreign Language Abllity

- Geographic Area Knowledge _
{Type of area knowledge, how and last year
in which it was acquired)

- Military Experience
{Number of years and last year of service
in each field of military specialization
and organization where performed)

- Military BEducation and Training o

{The educational specialty, the name or
type of school and the year completed)

- Civilian Education and Training
{The major course of study, extent of

"~ study, the name of the school, and the
year completed)

- Civilian Vork Experience
TThe number of years and the last year of

performance in a field of specialization, the
function performed, and the type of organiza-

tion in which performed)

Glioyp 1
‘ Excluded {rom automatl:
' SegRerEE
« v 4 Ip .
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EXTENT OF AVAILABILITY

_ Availsble on 35% of Agency

employees. Processing continuing

~on remainder,

Available on all employees.

Available for spouse of all

- employees. :

- Tested, claimed or disclaimed

language proficiencies available
on all employees. '

Available on 35% of employees.

Processing continuing on
remainder of employees.

Available on all employees. -

- Avallable on all employees.

Academic degrees from recognized
colleges available for all
employees. Education completéd

~in accredited or non-accredited

colleges not resulting in a degree

is 35% complete on all employeese

Processing is continuing on the
remainder. '

Pre-CIA work experience
available on all employees.
CIA work experience available
on 35% of Agency employees.

e e e e e
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SRR N 4 map 1968

MEMORARDUM FOR: Deputy Director for Support
BUBJECT 1 Offlee o7 Personnel Report - Week Znding 1 March 1;68

We are processing for final selection

candidates ror summer internships in Area Studies. Flity-three students
{ndicated an interest in the progranm. At the present time 20 of the
original 53 are still under consideration for the 18 openings.
2, pterilized tio riptions: We sre compiling s iolder o
sterilized position descriptions for Personnel Career Bervice positions.
These position deseriptions are to be used to apslst those exployees
leaving the Agency, for any reason, in preparing an employment reguce.
Bisilar informstion concerning positions in other career services vill be oro-

vided by the Retirement Counseling and Plscement Btaff as tlme pumrmits.

3. Salary and Wage Matter: dessrs. [N < the Position  25X1A
Management and Compensation Division visited | t- resolve 25X1A

several uags boarc and general schedule allocation probless.
In addition to attending the two-

day conference of the Professional Manpover Committee «
I =t hich agreenent was reached on 11 recommendations, Chier, Plans

and Beviev Starf consolidated the various briefings given by Office of Per-
sonnel representatives into a paper entitled, "Recrultment ol Quallty
Professional Personnel,’ vhich will perve as 8 tab to the conmitiee report.
The committee expects to eubmit its report to the Executlve Firector-
Comptroller on 7 March.

f" o .::4,
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individuals currently in the Revolutionary Cadre Program have been computed

hy MMPD and checks ualled to bank accounts desired by each oificer. Individuals
vere notified by versonal memoranda 16 February 168 that action had been
coupleted and checks would be mailed to thelr accounts by the snd of Febru-

ary 1368.
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WiED alpo furnished each individual 8 COTY of comutations, instruc-
tioms for the Pay Comparison Form, coples of wonthly pay vouchers 25X1C;
|
I
and military forms %W-2, Combat Zone Tax Beelustion Certiricate, Internal
Bevenue Service Instructions and neccagary rorms for £iling 167 Income Tax
statements.

Ts M Seven enployees of the Agency >ho are AiT
Foree Beserve Orficers completed a tvos-veek sotive duty training tour by
taking o course entitlec "crunteringurgency”’ at the UBAF Speclal Alr Warrare
Schosl, Hurlburt Field, Florida. All oificers reported that the course -.as
osutstanding in evary respect.

8. Returpee 10% Oversess Feduction: The Central {over Stalf has

provided us with a 1ist os employees identiried as those who will be
returned from oysyseas to the Unlted States as a repult o7 the 10% reduction

in overseas persoppel. Arrangenents have been uade with Ofrice of Computer

gServices to moniter this group by sonpuber runs.

AR of cloge of buginess 1 Mareh 1768, a

25X9  total of [ steccare rorn 1768's, Electicn, Declipation, or Valver ol

Lire Ineurance Coverage, had been recelved and processed. ¥With the exeerilon

25X9
or swout|] 211 of these forms are froa employees in the Headguarters area.

25X9
or the[] #:01ovees responiing so far, I -o1ovees elected the 25X9

ILLEGR5X9 optional insurance md-miwé all FERI coverage; thue 7.8% have elected

the gptiomsl insurance and T.2% have valved insurance coverage.
s/ Robert S. Wattles

Bobert B. ¥attles
Direstor of Personnel

. £HARRE78-05941A000100030041-5
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{84 FOR: Deputy Director ‘or Support

. 0fiice o° Personnel Report - Week Ending 23 February 160

now in the procese ¢f developdng a system Tur lncorporating market analysla,
markat projections snd rield returns of market potentials vecelved irom
e:ployees, retirees and Agency assoclates. In commection with this devcliop-
mept, ve plan to establish 2 Contact Control Byste. This systen i1l
enable us to maintalr rore sccurste records on those organizations that we

=

have rererred retirees and other separstees to I'or suplaoyvent.

2, Belogmtion of Ofiiee of
Chier, Recrultmant Division and the Extermal Placesent Branch, Betirenent

pergonnel Componemts: The O7Tlee of the

Coungeling and Placesent Staf? moveld from the Ames Bullding to Room 211
Magszine Bullding. Therc i no change in the telephone extermions used by
esployees in these tue components.

The Correspondence Branch of Placemert Division has moved from the
Headguarters Bullding to Room 210 Magaszine Buflding. The Applicart Files
Section of the Hecords and Control Division has been rerged vith the Correspond-
ence Branch in Room 210 Magazine Bullding. WNew itelephone extenslons for the
T—— |

The Office of the Chier, Transactions and Records Branch/RCD vas moved
t: Woos SE-1110 Headquarters. There is no cbange in his telephone extension,

Tagting: Based on a decision Yy the Depuly Direetor for

Support op 21 Fedrsary, all rield recruiters have been instructed by telegra.

Approved For Release 2001/08/31 : CIA-RDP78-05941A000100;039041-5 .
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s

sot %o scheduie any Jurther FCDP testing in the ield. Applicants scheduled
by recraiters for testing prior ¢o receipt of the foregoing telegrmm will
be permiitted to take the test.

L., Visit by Chief, Mobilization and Militery Personnel Division: During
the veek of 12 February 168, Colonel I crie:, obilieation and
Militery Personnel Division, and dajor [ chier, Alr Force Branch, MWD,
visited OfIice of Special Activities organizations located Lo

o discuss persomnel matters at the tus ases. At cach base orea meetings

and private intervie-s were conductsd with the olficers snd enlisted ven.

5« DHBeeerve Aifalrs: Dr., Herbert J. Idebeany, irox the Departuent o
State, was the guest spesker at the Agency Military Reserve uaeting on
Monday, 1 February 1468, He delivered a fime lecture on CENID.

Deputy Chier, MPD, and I ¢ ro-resentative iros 0:fice or Computer
Services, visited the Selective Service Pregideatial Appeal Bosrd to discuse

the Agency's need to reiain matbesaticlans. This meeting vas most prositsbdle,
and 1% ig believed that the Board nov hap & cuch elsarer understanding of
our seeds in this ares.

T. Process {54 lusurance Be ,
23 Pebruary, s total of [fstancare For: 176418, Election, peclinatio:,

i.' §i ;"‘f o

wiiteg Forve: As oo 3:00 pos

ranCe

ar ¥Walver ol Life Iasurance Coversgs, had been recelived and processed. A1l
of these vere fros employees assigned to the Headguariers area. A semll musber
of Iforas have dDeen recelved Irom employees located in the Cleld.

“Pu

crAneT
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01 ihe forme received, -em@lma have vatved all FEGLL coverage 25X9
m-elmted the optional insurance; thus, T.2% have waivel ioswance
coverage snd 2.5% have elsoted the opiional imsuranse,

/e/ Robert S. Wattles

- Robert B. W .ttles
Cirector of Perascanel

Diatribution:
082 - Addressee
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X - })/Pers Subj File
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